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This manual provides instructions on how to manage your testing and credential profile
as a test candidate, a DSHS certified interpreter or translator, or a DSHS bilingual
employee on the LTC Gateway platform. It illustrates user functions step-by-step with
screenshots.

If you are an employee of DSHS or other agencies who needs to take a Cluster test or
who holds a Cluster credential, some sections will not apply to you. These include
scheduling a test (Section 4.4.1), orientation (Section 4.5), and renewals (Section 4.7).
Please contact LTC or the office in charge of employee testing in your agency if you have
any questions.

Please note that some of the screenshots in this manual may be slightly different from
what they look like on the real site, but the functions outlined here are mostly the same
as what you will find in Gateway.

There may be occasions when it takes some time for a page to load properly in Gateway.
If this happens, please be patient and wait for a few seconds. If the problem persists, you
can change to a different browser and try again. Google Chrome and Microsoft Edge
sometimes work better than Internet Explorer for Gateway although in general you should
be able to navigate the website with any of these browsers.



1. Set up your SAW account

In order to access LTC Gateway service, the first thing you need to do is to set up your

SAW account. | f you havenot created one before,

instructions below.

(1) Open the LTC Gateway homepage at https:/fortress.wa.gov/dshs/ltcgateway/ and

click the hyperl i ®dcurédiAccess Washington (SAW)0 . Thi s  wi | |
website.

Language Testing & Certification Gateway

For more information about the DSHS Language Testing & Certification (LTC) Program, please visit the DSHS LTC Website!

Find an Interpreter or Translator Interpreters, Translators, and Test
Please visit our search page. Candidates

Please go (o{Sccu(e Access Washington (SAW)land sign up for a log
in.

Continuing Education Activities

I ice.
Search for Approved Continuing Education (CE) Activities Log in to SAW and select Add a New Service.
Browse the list of services and select the Department of Social and

Tor | i i find rel inf tion
0 request approval of a new activity, please find relevant information at Health Services,

the DSHS LTC CE website.
Apply for the LTC Gateway, then select LTC Gateway from your list of
services.

Submit a request for access.

Once your access Is approved, when you log in to SAW it will forward
you to your LTC Profile.

You must compiete your LTC Profile before you can schedule a test,
add continuing education credits, or review your credentials.

Note: Alternatively, you can access SAW directly: hitps://secureaccess.wa.gov

(2) TapSIBMUPD h b udnthe right.

WELCOME

to your login for Washington state.

SecureAccess SIGN UP! | GETHELP I TIPS ON
Washington

LOGIN ON BEHALF OF

USERNAME

PASSWORD |

Forgot your username? | Forgot your password?

ead

y o

y o


https://fortress.wa.gov/dshs/ltcgateway/
https://secureaccess.wa.gov/myAccess/saw/select.do

30On the @ASign Up! oyodcarpmesstithack Noprd pisn utphight upper
corner if you are not sure whether you have already created a SAW account before.

Otherwise, fill in your information, check the A 6 m nrabotd al and then click
fSUBMITOat the bottom.

IMPORTANT: Write down your registration Email, user name and password so
you can easily find them when needed.

X
SIGN UP!
Not sure if you already have an account?

FIRST NAME
Apple

LAST NAME
Smith

EMAIL

asmith@aqualityinterp.com

USERNAME
Applis

PASSWORD REQUIREMENTS

Add a special character or an
uppercase letter
PASSWORD

CONFIRM PASSWORD

\/ I'm not a robot

Privacy Notice




(4) You will receive a confirmation Email, which contains a link to activate your account.
Click the link to finish the registration process.

Fri 1/24/2020 2:14 PM
secureaccess@ cts.wa.gov

SecureAccess Washington : Welcome to SecureAccess Washington
ITo I MBSt (OSHS /00S

You are almost finished, Rl ..

Thank you for signing up with Secure Access Washington.

Your username is:

To activate your account, please click: https://secureaccess.wa.gov/public/saw/pub/regConfirm.do?s siiifSSSassisini Sl

For questions or concerns about your SecureAccess Washington account, please visit https://secureaccess.wa.gov/public/saw/pub/help.do

Thank you,
The Secure Access Washington Team

This is an automated message sent by SecureAccess Washington.
Login at https://secureaccess.wa.gov
If you require assistance, please leave us a note at https://secureaccess.wa.gov/public/saw/pub/help.do

Note: If you have a SAW account already, you can skip the signup process and log
into SAW directly, but you will still need to add LTC Gateway service to your
account (see Section 2).



2. Adding LTC Gateway to your SAW account

(1) Once you have logged into SAW, tap on iAdd A New Serviceoin the upper left.

() SecureAccess account J| ceTHeLe | TIPS ON LOGOUT
5k Washington

ADD A NEW SERVICE
SHOWING YOUR SERVICES FROM
L Pl

(2) CIliwould like to bréwse a list of services by agencya

secroicces
Washington

ADD A NEW SERVICE

| would like to browse a
list of services by
agency.

- nz B

| have been given a
code by an agency. | would like to browse a
list of services by name.

(3) You will see a list of state services accessible through SAW in alphabetical order (see
(a) below). Scroll down to f i rDdparfinent of Social and Health Serviceso (see (b)
below).

Department of Natural Resources
Dee

Department of Retirement Systems

ADD A NEW SERV|CE Depariment of Revenue

Board for Volunteer Fire Fighters

Department of Social and Health Services

Board of Accountancy

) Department of Transportation
City of Seattle

Department of Veterans Affairs

(@) (b)

Consolidated Technology Services




(4) You are now on the iISERVICES FROM DSHSopage (see (a) below). Scroll down to
f i ndC GRTEWAY, @nd t hen tAgppobuton on theaighfi(see (b) below).

SecureAccess HOME ACCOUNT | TIPSON GETHELP J LOGOUT
Washington

SERVICES FROM DSHS

DCS ONLINE
Washington Sta .t € Division of Child Support Online Services
Department of Social
7 & Health Services DEBT MANAGER SYSTEM

Transforming lives Debt Manager System
DEBT REGISTRY

(a) Services from DSHS

HOME CARE REFERRAL REGISTRY APPLY

Home Care Referral Registry.

LTC GATEWAY APPLY

LTC Gateway

NSX UATTEMP BCS APPLY

(b) LTC Gateway




(5) On the ADENTITY VERIFICATIONO page, verify yyowaddresga me and
Cl i Coktinueoat the bottom.

S?CUI'EACCESS HOME ACCOUNT m GET HELP LOGOUT
Washington

IDENTITY VERIFICATION

You will be asked & series of questions based on your public record data (the state of Washington does not gather or store this data). These questions could be about things you have owned, people you
know or your professional experience. If you do not wish to answer these questions, you may request permission 1o skip this step. This choice may delay access to your service. Requests to bypass this
process will send a notification to the owner of the service who may reach out to you to verify your identity manually. Once verified, you will be able to continue the registration process for this service.

NAME

Is your legal name displzyed correctly below? First and Last name are required.
“This name should match what appears on your officizl documents, like your
driver's license or passport. Edit vour name if it does not match your official
documents. Once any edits are complee, please refurn fo this page.

ADDRESS

‘The State of Washington does not store this address or se it for any purpose
other than this transaction. I you have more than one address, enter the
lacation where you receive bills or bank statements.

STREET ADDRESS

000 ABC Street

city
Olympia

WA

L d
98000

£EWTNI CONTINUE

(6) You may need to answer several questions to confirm your identity, for instance,
guestions that ask you to choose a certain address of yours in the past.

(7) After identify verification, you will be prompted to complete information for Multi-Factor
Authorization (MFA) by providing your Email or phone. Fill in the required information,
and proceed.

(8) A REGISTRATION COMPLETEG conf i rmati on meGlsiaoge fvi | | s

REGISTRATION COMPLETE ‘

This service has been added to your list and is ready for you to start
accessing.




(9) You will receive an Email notification saying that your access to LTC Gateway service
has been approved.

secureaccess@mmvwa.gov H N
SecureAccess Washington : Access Approved

0WE removed extra line breaks from this message.

Your access to SecureAccess Washington agency [Department of Social and Health Services] service [LTC Galewayihas been approved for User ID [y

Login at htips.//test-secureaccess.wa.gov If you require assistance, please leave us a note at htips.//tesi-secureaccess.wa.gov/public/saw/pub/help.do

(10) Back in SAW, you will see LTC Gateway has been added to your account. Tap on
the Mccess Nowobutton.

T3

- ACCOUNT GET HELP TIPS ON LOGOUT
Washington

ADD A NEW SERVICE
SHOWING YOUR SERVICES FROM
EI\LL OF WASHINGTON 9]
LTC Gateway provided by Department of Social and Health Services

LTC Gateway i WASHINGITO \
Contact LTCgateway  help desk Remove from my list i

(11) You may be prompted to go through Multi-Factor Authentication. Depending on the
MFA information you set up earlier, you will receive a code by call, through Email or
text. Enter the verification code and proceed. This may take several steps (also see
Section 3).

(12) On the Mow Accessingd p a g efiContclied ¢ k

NOW ACCESSING

Washington State
'ﬂ Y Department of Social
7 & Health Services

Transforming lives

You are now accessing LTCgatewayQa provided by Department of Social
and Health Services. If you require assistance, the LTCgatewayQa help desk
can be reached at TSDAdminApps@dshs.wa.gov or 3606646105.

CANCEL CONTINUE




(13) This will take you to the fRequest Candidate AccessO page. Fill
information, and click the green fiSavedbutton in the upper right corner.

Request Candidate Access Bsave

*First Name R * Last Name v |
* Email Address @ dshs.wa.gov * Phone Number (360 I
Credential Number & MC12jxx X

(14) You will see a confirmation message saying that your request for access has been
submitted and is pending for LTC approval.

LTC (QA) Candidates~  CE Activities~  Reports~

Candidate Access Request Submitted Confirmation

Your request was submitted successfully. The LTC Business will review your request and notify you via email.

(15) Once your access request is approved by LTC, you will receive a notification Email.

From: LTC Customer Support:

Sent: Wednesday, September 2, 2020 3:51 PM
To:

Subject: LTC Access Request Approved

The Language Testing and Certification (LTC) program has reviewed and approved your request for accessing the LTC Gateway using email address: mmmmmmipisiemnya. gov
Go to the LTC Gateway to finish setting up your profile.

For questions and assistance, please contact dshset(@dshs wa gov.

10
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3. Accessing LTC Gateway as a return user

Once your SAW account has been set up and your request for candidate access to LTC
Gateway has been approved (see Sections 1 and 2), the next time when you visit
Gateway, you can access the website directly through SAW.

(1) Open the LTC Gateway homepage at https:/fortress.wa.gov/dshs/ltcgateway/ and
click the hyperl i ®BdcurdiAccess Washington (SAW)o(see (a) below). You can also
go to SAW at https://secureaccess.wa.gov directly (see (b) below).

Language Testing & Certification Gateway

For more information about the DSHS Language Testing & Certification (LTC) Program, please visit the DSHS LTC Website!

Find an Interpreter or Translator Interpreters, Translators, and Test
Please visit our search page Candidates

Please go lo’iSecure Access Washington (SAW;land sign up for a log
in.

Continuing Education Activities

|
Search for Approved Continuing Education (CE) Activities. Eog In'SAW:and asiect Add a:New.Service:
Browse the list of services and select the Department of Social and

| i i
To request approval of a new activity, please find relevant information at Health Services.

the DSHS LTC CE website.
Apply for the LTC Gateway, then select LTC Gateway from your list of
services,

Submit a request for access.

Once your access Is approved, when you log in to SAW it will forward
you to your LTC Profile.

You must complete your LTC Profile before you can schedule a test,
add continuing education credits, or review your credentials.

(a) Access SAW from LTC Gateway Homepage

WELCOME

to your login for Washington state.

SiGNUP! | GETHELP | TIPSON
Washington

LOGIN ON BEHALF OF

USERNAME|; W
PASSWORD | ) Washington State
[ susw | ja Y Department o{ Social
7 & Health Services

Forgot your usemame? | Forgot your password?

Transforming lives

(b) Access SAW Homepage

11


https://fortress.wa.gov/dshs/ltcgateway/
https://secureaccess.wa.gov/myAccess/saw/select.do

(2) Enter your User Name and Password, and click iSUBMITa

(3) Once logged into SAW, you will see LTC Gateway listed on the left. Tap on the
fAccess Nowd butt on

Secuehces
Washington

ADD A NEW SERVICE
SHOWING YOUR SERVICES FROM
EL\LL OF WASHINGTON 9]
LTC Gateway provided by Department of Social and Health Services
G

LTC Gateway

Contact LTCgateway .  help desk Remove from my list

12



